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Managing Absence Events

This Job Aid provides Agency Timekeepers with the information needed to manage Absence Events
on behalf of employees.
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Creating a New Absence Event (No Partial Days)

In this scenario, a new Absence Event will be created on behalf of an employee. For this scenario, (2)
full days of vacation will be taken by the employee.

Note: This scenario only applies to agencies using Cardinal Absence Management. Additionally, this
section of the Job Aid is not for use by employees with a Variable Work Schedule. If entering an
Absence Event for an employee with a Variable Work Schedule, refer to the Creating a New Absence
Event (With Partial Day(s)) section of this Job Aid. The process for entering an Absence Event on
behalf of an employee is the same regardless of whether the employee is a Positive Time Reporter or
an Exception Time Reporter.

1. Navigate to the Timesheet page using the following path:
Team Time Tile > Timesheet

Team Time

Q)

The Timesheet Summary page displays.

Team Time AQ :®

. - New Window | Help =]
< Timesheet ~ || Report Time
Timesheet Summary

Timesheet

Time Summary ¥ Employee Selection

on Criter Get Employees
& Report Time Employee Selection Criteria _

Selection Criterion Selection Criterion Value
_ ) ‘ Clear Criteria ‘
= Weekly Time Entry

Time Reporter Group Q) ‘

Save Criteria |
IEmpmyee D Q| I

Weekly Time Summary

I Payable Time

2. Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3.  Click the Get Employees button.
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The Search Results display on the bottom portion of the Timesheet Summary page.

(VMAJ\/“ S WD S WAl S WPV g VWA NV W S T N NN N Tt WA oV T A W e NV
Employees For:

A

, Totals From 11/25/2019 - 12/01/2019
P 5 Q 1-300 of 300 v
< Time Summary | | Demographics | [
’ :
| Lasthame First Name Employee ID | SRR ”Z‘;;r‘c:’v‘;: S Exception e Apsp‘:g\'l‘ii: é:r Denied Hours
N
&
0 0.00 0.00 0.00 0.00 0.00
1 0.00 0.00 16.00 0.00 0.00
7
{\ 0 4200 0.00 0.00 5] 4200 0.00
< 0 2400 0.00 16.00 2400 0.00
{ 0 0.00 0.00 0.00 0.00 0.00
~ L N ey [ 00 0.00
4.  Click on the Last Name link for the applicable employee.
The Timesheet page displays for the applicable employee.
Select Another Timesheet
“View By | Week v Previous Week Next Week
“Date | 11/29/2021 K4
Scheduled Hours  40.00 Reported Hours  0.00
From Monday 11/28/2021 to Sunday 12/05/2021 @
Mon Tue Wed Thu Fri Sat Sun o
11129 11130 1211 1212 1213 1214 12/5 fetalfilimeReporiing Code
~
| Save for Later || Submit | ‘ Apply Schedule ‘
‘ Reported Time Status ‘ ‘ Summary ‘ ‘ Leave / Compensatory Time ‘l Absence I‘ Exceptions ‘ ‘ Payable Time ‘
Reported Time Status

Note: If the correct week is not displayed, use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

5. Click the Absence tab.

The Absence Events section displays.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time

Absence Events @
=)

Absence Take | I

Select “Start Date End Date Absence Name Reason #;';: Details Status Approval Monitor Source
Administrato|
a Details Approval Monitor Absence Eve

I Add Absence Event I
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The page refreshes and the first row within the Absence Take grid populates with some defaulted data.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events @
5

Absence Take ‘ 13

Select ~Start Date End Date Absence Name Reason %I‘:e Details Status Approval Monitor Source
Manager
11/29/2021 11/29/2021 Select Absence Nar v Details New Approval Monitor Timesheet

Add Absence Event

6. The Start Date field defaults to the first day for this particular Timesheet. Update the start date as
needed using the Calendar icon provided to denote the actual first day of the absence.

7. The End Date field defaults to the first day for this particular Timesheet or to the same date just
selected for the start date if an update was made to the Start Date field. Update the end date as
needed using the Calendar icon provided to denote the actual last day of the absence.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events
=

Absence Take ‘ 13

Select “Start Date End Date Absence Name Reason #y"';i Details Status Approval Monitor Source
120220255 12102/2021 Select Absence Nar v Details New Approval Monitor .'F?;”;ghee'et

Add Absence Event

8. Click the Absence Name dropdown button and then select the applicable absence name list
item.

Note: The list items available for selection will vary based on the absence types that individual
employees are eligible for.

The page refreshes and the Reason field is now available for update.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events
5

Absence Take ‘ I

Select “Start Date End Date Absence Name Reason Duration #y":e Details Status Approval Menitor
12/02/2021 12/03/2021 Vacation v Select Absence Reasol v Hours Details New Approval Monitor

Add Absence Event

9. Click the Reason dropdown button and then select the applicable absence reason list item.
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‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘
Absence Events ®
5
Absence Take |II>
Select *“Start Date End Date Absence Name Reason Duration $;';‘e Details Status Approval Monitor
12/02/2021 12/03/2021 Vacation - Vacation - Hours Details New Approval Monitor
Add Absence Event
10. Click the Details link.
The SS Create Absence Req page displays in a pop-up window.
85 Create Absence Req X

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail ®

“Start Date | 12/02/2021 View Monthly Calendar

End Date | 12/03/2021

Filter by Type | All -
“Absence Name | Yacation - I Current Balance  475.80 Hours™ I
“Reason | vacation v
Partial Days | None ~
Duration Hours
I Calculate End Date or Duration I

Comments

Reporter Comments:

Cancel

* Required Field
**Disclaimer The current balance does not reflect absences that have not been processed.

Note: The information previously entered (Start Date, End Date, Absence Name, and Absence
Reason) populates in the corresponding fields. Additionally, the employee’s current balance for
the applicable Absence Type displays on the right side of the page.

11. Review the information and update as needed. Once complete, click the Calculate End Date or
Duration button.
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The page refreshes and the system generates the total number of absence hours in the Duration field.

S5 Create Absence Req X

¥ |nstructions

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page

Absence Detail ®

“Start Date |12/02/2021 | View Monthly Calendar

End Date | 121032021 [i&F]|

Filter by Type | All v|
*Ab Name | Vacation V| Current Balance  475.80 Hours™

*Reason | Vacation - |

Partial Days | None v|

Duration |16.00

| Hours

Ci End Date or Duration | ‘

Comments

®

Reporter Comments:

ECa o

* Required Field
"*Disclaimer The current balance does not reflect absences that have not been processed

12. Review the total number of absence hours in the Duration field and ensure accuracy.
13. Optionally enter comments for the Approver in the Reporter Comments field.
14. Click the OK button.

The Timesheet page returns.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time

Absence Events @)

5
Absence Take | [I»
Select ~Start Date End Date Absence Name Reason Duration %];;e Details Status Approval Monitor
12102120215 12/03/2021 Vacation v Vacation v 16.00 Hours  Details New Approval Monitor

Add Absence Event

Approval

Select All H Deselect All ‘ ‘ Approve H Deny

Absence Entitlement Balances

2
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15. Click the horizontal scrollbar as needed to scroll over to the right side of the page.

1-10of1 v

Status Approval Monitor Source Cancel Forecast Edit Delete
New Approval Monitor Manager Foreca ‘ i ‘ Dele ‘
PP Timesheet Edit

16. Click the Forecast button.

Note: Most Absence Types must be forecasted successfully in order to be submitted for approval.
This is true regardless of whether the Absence Event being entered is historical, current, or future
dated.

The page refreshes and a Forecast Successful message displays. Additionally, the absence hours are
now displayed in the Timesheet grid with the corresponding Time Reporting Code.

=y

From Monday 11/29/2021 to Sunday 12/05/2021 (2
Mon Tue Wed Thu Fri Sat Sun : -
11129 11130 121 1212 1213 1214 12i5 feEpmebeparinolcete =k
8.00 8.00 16.00 VAC - Vacation 3010¢
Save for Later Apply Schedule
Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time

Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: April 05,2022 at 15:12

Absence Events @

=
Absence Take Forecast Results n»
Select ~8tart Date End Date Absence Name Reason Duration %"';fe Details Status Approval Monitor
12/02(2021 12/03/2021 Vacation v Vacation v 16.00 Hours Details Saved Approval Monitor
Add Absence Event

Note: If the forecast is unsuccessful, the employee does not have a sufficient balance for the
selected absence type. Update the absence type or duration as needed until the Absence Event

can be forecasted successfully.

17. Click the Submit button.
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The Submit Confirmation page displays.

TA371 Managing Absence Events

Timesheet
Submit Confirmation

4 The Submit was successful.

OK

Time for the Week of 2021-11-29 to 2021-12-05 is submitied

18. Click the OK button.

The Timesheet page returns.

From Monday 11/29/2021 to Sunday 12/05/2021 ®
Mon Tue Wed Thu Fri Sat Sun ) -
11129 11130 121 1212 1213 1214 1215 RctagiireRepeing Code =
8.00 8.00 16.00 VAC - Vacation 3010¢
| Save for Later ‘ ‘ Submit ‘ Apply Schedule ‘
‘ Reported Time Status ‘ ‘ Summary ‘ | Leave / Compensatory Time ‘ ‘ Absence ‘ ‘ Exceptions ‘ | Payable Time
Absence Events @
=
Absence Take | ‘ Forecast Results 113
Select *Start Date End Date Absence Name Reason Duration #yn:e Details Status |Approval Monitor
12/02/2021 12/03/2021 Vacation Vacation 16.00 Hours Details Needs Approval [Approval Monitor
‘ Add Absence Event ‘

Note: Vacation hours require approval before they can be processed. Notice the status for the Absence

Event is now “Needs Approval’.
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Creating a New Absence Event (With Partial Days)

In this scenario, a new Absence Event will be created on behalf of an employee. For this scenario, (1)
half-day and (1) full day of vacation will be taken by the employee.

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Navigate to the Timesheet page using the following path:
Team Time Tile > Timesheet

Team Time

Q)

The Timesheet Summary page displays.

Team Time A Q : ®
- New Window | Help ~
| Timesheet ~ ' Report Time
Timesheet Summary
Timesheet
Time Summary v Employee Selection
& Report Time Employee Selection Criteria
Selection Criterion Selection Criterion Value T —
I Weekly Time Entry 8 l Clear Criteria ‘
Time Reporter Group [ Q| ——
Weekly Time Summary l Save Criteria ‘
IEmp\oyEe D | I
& Payable Time
al

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Get Employees button.
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The Search Results display on the bottom portion of the Timesheet Summary page.

(M—/\J\ N NN i TN s Nt SN N A NSNS MmN i IO e PN NN
Employees For

TA371 Managing Absence Events

, Totals From 11/25/2019 - 12/01/2019
P 5 Q 1300 0F300
< Time Summary | | Demographics | I
! ¢
| LastName First Name Employee ID Lol g gsrorted ”j‘x‘;’;ms peneduled Exception renoried Apspurgxgg ;[::r Denied Hours
N
Z
0 0.00 0.00 0.00 0.00 0.00
1 0.00 0.00 16.00 0.00 0.00
{: 0 42.00 0.00 0.00 & 4200 0.00
< 0 2400 0.00 16.00 2400 0.00
{ 0 0.00 0.00 0.00 0.00 0.00
o = tomp Nt NS, 0, 00 0.00
4.  Click on the Last Name link for the applicable employee.
The Timesheet page displays for the applicable employee.
Select Another Timesheet
“View By | Week M Previous Week Next Week
“Date | 11/2912021 ks
Scheduled Hours  40.00 Reported Hours  0.00
From Monday 11/29/2021 to Sunday 12/05/2021 ®
Mon Tue Wed Thu Fri Sat Sun o
111298 11130 1211 1212 1213 1214 12/5 etaliimeReporingCede
-
-
-
| Save for Later || Submit | ‘ Apply Schedule ‘
‘ Reported Time Status ‘ ‘ Summary ‘ ‘ Leave / Compensatory Time ‘l Absence I‘ Exceptions ‘ ‘ Payable Time ‘
Reported Time Status

Note: If the correct week is not displayed, use the Previous Week link, Next Week link, or Date

field to navigate to the correct week.

5. Click the Absence tab.

The Absence Events section displays.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time

Absence Events D
5]

Absence Take | II»

Select “Start Date End Date Ul

Type

Absence Name Reason Details Status Approval Menitor

[m]

Details Approval Monitor

I Add Absence Event I

Source

Administratol
Absence Ev{
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The page refreshes and the first row within the Absence Take grid populates with some defaulted data.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events @
5

Absence Take ‘ 13

Select ~Start Date End Date Absence Name Reason %I‘:e Details Status Approval Monitor Source
Manager
11/29/2021 11/29/2021 Select Absence Nar v Details New Approval Monitor Timesheet

Add Absence Event

6. The Start Date field defaults to the first day for this particular Timesheet. Update the start date as
needed using the Calendar icon provided to denote the actual first day of the absence.

7. The End Date field defaults to the first day for this particular Timesheet or to the same date just
selected for the start date if an update was made to the Start Date field. Update the end date as
needed using the Calendar icon provided to denote the actual last day of the absence.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events
=

Absence Take ‘ 13

Select “Start Date End Date Absence Name Reason #y"';i Details Status Approval Monitor Source
120220255 12102/2021 Select Absence Nar v Details New Approval Monitor .'F?;”;ghee'et

Add Absence Event

8.  Click the Absence Name dropdown button and then select the applicable absence name list
item.

Note: The list items available for selection will vary based on the absence types that individual
employees are eligible for.

The page refreshes and the Reason field is now available for update.

‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events
5

Absence Take ‘ I

Select “Start Date End Date Absence Name Reason Duration #y":e Details Status Approval Menitor
12/02/2021 12/03/2021 Vacation v Select Absence Reasol v Hours Details New Approval Monitor

Add Absence Event

9. Click the Reason dropdown button and then select the applicable absence reason list item.
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‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time ‘

Absence Events ®
5

Absence Take | I»

Unit

Select *Start Date End Date Absence Name Reason Duration Type Details Status Approval Monitor
120220208 1200312021 Vacation - Vacation - Hours | | Details New Approval Monitor
Add Absence Event
10. Click the Details link.
The SS Create Absence Req page displays in a pop-up window.
S8 Create Absence Req X

¥ Instructions

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timeshest page.

Absence Detail @

*Start Date | 12/02/2021 View Monthly Calendar

End Date |12/03/2021

Filter by Type | Al v
*Absence Name | Vacation ~ Current Balance  503.00 Hours™
*Reason | Vacation v
I Partial Days | None - I
Duration Hours

Calculate End Date or Duration

Comments

®

Reporter Comments:

Cancel

* Required Field
**Disclaimer The current balance does not reflect absences that have not been processed

Note: The information previously entered (Start Date, End Date, Absence Name, and Absence
Reason) populates in the corresponding fields. Additionally, the employee’s current balance for
the applicable Absence Type displays on the right side of the page.

11. Review the information and update as needed.
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12. The Partial Days field defaults to “None” and must be updated.

Note: When entering Absence Events for employees with a Variable Work Schedule, always
select a Partial Days option. Remember, Varable Work Schedules calculate time at 24 hours per
day so partial days and actual hours must be entered so that the absence duration will calculate
correctly.

13. Click the Partial Days dropdown button and select the applicable list item based on the following:

i. All Days: Select this option if every day of the absence is going to be a partial day.
This is the appropriate selection for employees with a Variable Work Schedule. This
selection should also be used if this is just a (1) partial day absence

ii. End Day Only: Select this option when only the last day of the absence is a partial day
iii. Start Day Only: Select this option when only the first day of the absence is a partial day

iv.  Start and End Days: Select this option when both the first day and the last day of the
absence will be partial days

The page refreshes.

SS Create Absence Req X

¥ Instructions

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail &

“Start Date | 12/02/2021 View Monthly Calendar

End Date | 12/03/2021

Filter by Type | All v
~Absence Name | Vacation v Current Balance  503.00 Hours™
“Reason @ Vacation v
Partial Days | Start Day Only v
Start Day Hours
Duration Hours
Calculate End Date or Duration
Comments
A
Reporter Comments: &
g

* Required Field

*Disclaimer The current balance does not reflect absences that have not been processed. =

Note: In this scenario, the “Start Day Only” option was selected. Therefore, a Start Day Hours
field displays. The Hours field that will display will vary based on the Partial Days option selected.
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14. Enter the applicable number of hours being taken as an absence on the partial day(s) in the
corresponding Hours field.

S8 Create Absence Req X

¥ Instructions °

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail @

“Start Date | 12/02/2021 View Monthly Calendar

End Date |12/03/2021

Filter by Type | All v
Absence Name | vacation v Current Balance  503.00 Hours™
*Reason | Vacation v
Partial Days | Start Day Only v
Start Day Hours
Duration Hours
I Calculate End Date or Duration I
Comments
Reporter Comments:

*Required Field

**Disclaimer The current balance does not reflect absences that have not been processed

15. Click the Calculate End Date or Duration button.

Rev 4/6/2022 Page 14 of 29



//,ﬂ) Cardinal

Time & Attendance Job Aid

TA371 Managing Absence Events

The page refreshes and the system generates the total number of absence hours in the Duration field.

~ Instructions

Absence Detail @

“Start Date

End Date

Filter by Type
*Absence Name
“Reason

Partial Days

Start Day Hours

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

12/02/2021
12/03/2021
All

Vacation
Vacation

Start Day Only

4.00

I Duration

12.00 Hours I

Ci End Date or Duration | ‘

§5 Create Absence Req

X

View Monthly Calendar

Current Balance  503.00 Hours™

Comments

Reporter Comments:

"+ Required Field

**Disclaimer The current balance does not reflect absences that have not been processed

16. Review the total number of absence hours in the Duration field and ensure accuracy.

17. Optionally enter comments for the Approver in the Reporter Comments field.

18. Click the OK button.

Rev 4/6/2022
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The Timesheet page returns.

Absence Events @
E]
Absence Take | >
Select *Start Date End Date Absence Name Reason Duration %;:te Details Status Approval Monitor
12,’0252021 12/03/2021 Vacation v Vacation 4 12.00 Hours Details New Approval Monitor
Add Absence Event
Approval
Select All Deselect All Approve Deny
Absence Entitlement Balances
=3 126 0f 26 v
Entitlement Name Balance as of 04/24/2021 From To Accrual Period
Service Recognition Leave 0.00 Hours  01/10/2021 01/09/2022 Year to Date
Other Leave 0.00 Hours ' 01/10/2021 01/09/2022 Year to Date
Do oo Adiiaio00d o000 b
1 i |

19. Click the horizontal scrollbar as needed to scroll over to the right side of the page.

1-10of1 v

Status Approval Monitor Source Cancel Forecast Edit Delete
New Approval Monitor Manager Foreca ‘ i ‘ Dele ‘
PP Timesheet Edit

20. Click the Forecast button.

Note: Most Absence Types must be forecasted successfully in order to be submitted for approval.
This is true regardless of whether the Absence Event being entered is historical, current, or future
dated.
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The page refreshes and a Forecast Successful message displays. Additionally, the absence hours are
now displayed in the Timesheet grid with the corresponding Time Reporting Code.

From Monday 11/29/2021 to Sunday 12/05/2021 ®
Mon Tue Wed Thu Fri Sat Sun :
11129 11730 1211 1212 1213 1214 1216 taliimeRerporting Code sk
4.00 8.00 12.00 VAC - Vacation 010¢
‘ Save for Later I Submit I‘ ‘ Apply Schedule ‘
| Reported Time Status ‘ ‘ Summary ‘ ‘ Leave / Compensatory Time ‘ ‘ Absence ‘ | Exceptions ‘ | Payable Time
Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: April 06,2022 at 09:00
Absence Events @
=
Absence Take | ‘ Forecast Results ‘ »
Select “Start Date End Date Absence Name Reason Duration gy";;‘e Details Status Approval Monitor
12/02/2021 12/03/2021 Vacation v Vacation v 12.00 Hours Details Saved Approval Monitor
Add Absence Event

Note: If the forecast is unsuccessful, the employee does not have a sufficient balance for the
selected absence type. Update the absence type or duration as needed until the Absence Event

can be forecasted successfully.

21. Click the Submit button.
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The Submit Confirmation page displays.

Timesheet
Submit Confirmation

4 The Submit was successful.

Time for the Week of 2021-11-29 to 2021-12-05 is submitied

OK

22. Click the OK button.

The Timesheet page returns.

From Monday 11/29/2021 to Sunday 12/05/2021 (3
Mon Tue Wed Thu Fri Sat Sun

11129 11130 1201 1212 1213 1214 1215 [etalinmeReeorinaitode e
4.00 800 12.00 VAC - Vacation 3010C
Save for Later Submit Apply Schedule
Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time

Absence Events @

5
Absence Take Forecast Results | [I»
Select “Start Date End Date Absence Name Reason Duration %;‘:e Details Status Approval Monitor
12/02/2021 12/03/2021 Vacation Vacation 12.00 Hours Details Needs Approval pproval Monitor

Add Absence Event

Note: Vacation hours require approval before they can be processed. Notice the status for the Absence
Event is now “Needs Approval’.
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Editing an Absence Event

In this scenario, an Absence Event that was previously submitted for an employee will be edited. The
original request was for 2 days of vacation and needs to be updated as the first day of vacation will be
adjusted to 4 hours.

TA371 Managing Absence Events

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Navigate to the Timesheet page using the following path:
Team Time Tile > Timesheet

Team Time

Q)

The Timesheet Summary page displays.
A Q@

New Window | Help ~

Team Time

e Timesheet
Timesheet
Time Summary
© Report Time
I Weekly Time Entry
Weekly Time Summary

@ Payable Time

of
~ [ Report Time

Timesheet Summary

v Employee Selection

Employee Selection Criteria

Selection Criterion

Selection Criterion Value

Time Reporter Group

Get Employees
Clear Criteria |

l Save Criteria ‘

IEmp\oyee]D

a

Last Name

al

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3.  Click the Get Employees button.
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The Search Results display on the bottom portion of the Timesheet Summary page.

<MM~'—"‘\"—/“wf\/\“ﬂ,_f”\)’\f\—-m--f“\,~M/\Mf“v“’“”xu\,ﬂ\.mww\wum"’\»u/\/xJ—\AJ
Employees For

, Totals From 11/25/2019 - 12/01/2018

p 5 Q 13000f300 v
< Time Summary | | Demographics | |
{ :
{’ Last Name. First Name Employee ID D) g svorted ”%‘g;r‘c‘.’vgs Sehoduled Exception roponte) Ap;;zﬂgg Denied Hours
4 R
0 0.00 000 000 000 0.00
1 0.00 000 16.00 000 0.00
b
{ 0 2.0 000 000 & 20 0.00
< 0 24.00 000 16.00 24.00 0.00
{ 0 0.00 000 000 000 0.00
N - PRSP S - P 0 00 0.00
4.  Click on the Last Name link for the applicable employee.
The Timesheet page displays for the applicable employee.
Timesheet
Employee ID
Poios Sergesnt Empl Recard 0
Time Reporting Type  Positive
Actions =
Earliest Change Date  03127/2021
Select Another Timesheet
“View By | Week hd Previous Week  Next Weelk
“Date |0amerozt )| ¥
Scheduled Hours 40,00 Reported Hours  40.00
IFrom Monday 04/26/2021 to Sunday 05/02/2021 (D
mg J,;? ‘ﬁg‘; J,'.“,g -ugc: g‘;’f 5;2 Total Time Reporting Code “Taskgroup Eni’i
£.00 8.00 &.00 24.00 | REG - Regular Hours ~ 40300CCOP 405
800 2.00 16.00 VAG - Vacation 40300CCOP 403
‘ Save for Later ‘ ‘ Submit
‘ Reported Time Status Summary ‘ Leave / Compensatory Time l Absence I‘ Exceptions Payable Time

Note: If the correct week is not displayed, use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

5. Click the Absence tab.
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The Absence Events section displays.

D e WP s NSV, Vol WSS

‘ Save for Later 1l Submit |

‘ Reported Time Status || Summary H Leave / Gompensatory Time. || Absence || Exceptions H Payable Time

‘absence Events (@

=
Absence Take |erecas|Resu\ls 3

1101 v

“Start Date End Date Absence Name Reasen Duration #I;u‘te Details Status Approval Monitor Source Cancel Forecast Edit
- I Employee -
04/20/2021 041302021 Vacation Vacation 16.00 Hours Needs Approval  Approval Moniter T Forec Edit

Add Absence Event

6. Click the Edit button for the absence that needs to be adjusted.
7.  Click the Details link.

The SS Create Absence Req page displays in a pop-up window.

58 Create Absence Reqg X
T
Absence Event Details -

Police Sergeant

¥iinstructions

Enter Start Date. End Date, and Absence Name. Then complete the rest of the required fields before retuming to the Timeshest page.

Absence Detail &

*Start Date |04/28/2021 [iH] View Monthly Schedule
End Date |04/30:2021  [5] el
Filter by Type | All hd |
*Absence Name Vacation w Current Balance  140.00 Hours™
*Reason | Vacation ~
I Partial Drays | Mone hd I
Duration |16.00 Hours
Calculate End Date or Duration
Comments
&
Reporter Comments:

s

= Required Fisld
**Disclaimer The current balance does not reflect absences that have net been processed.

>

8.  Click the Partial Days dropdown menu to update the first day to a partial day.
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The Partial Days list menu displays.

I /]
Absence Detail &
*Start Date | 041202021 [i5] View Monthly Schedule
End Date |04/30/2021 [] el
| Filter by Type | Al v |
n
| *Absence Name | ¥acation v Current Balance  140.00 Hours**
*Regson | Vacation
Partial Days | None ~
) Al Days
L Duration | gpg Day Cnly
None:
\ Caleulate End Date orlf Sfarf Bay Only ]
| | TR e T
B
Comments
€
Reporter Comments: 2
gl
* Required Field
l **Disclaimer The cumrent balance does nof reflect absences that have net been processed.

9. Click the Start Day Only option from the list menu.

The SS Create Absence Req page returns and the selected Partial Days option displays.
TPy T N TN e A A A A N S

*Start Date |04/26/2021 iz Wiew Monthly Schadule
End Date 0430021 [ 1
el
Filter by Type | All =
‘Absence Name | Vacaion v Current Balance 140,00 Hours™ l

“Reason | Vacaion

Partial Days | Start Day Only v
—

Duration | 16.00 Hours

I Calculate End Date or Duration

Comments

v
Reporter Comments: €

b

* Required Field
**Disclaimer The current balance does not reflect absences that have nol been processed ©

10. Enter the partial hours in the Start Day Hours field. In this example, 4.00 hours was entered.

11. Click the Calculate End Date or Duration button to calculate the hours based on the adjustment.
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The hours in the Duration field update.

Absencé Detail @

*Start Date | 04292021 [
End Date |04302021 [i]|
Filter by Type | Al v|
*Absence Name | Ml V|
*Reason | Vacation v|
Partial Days | Start Day Only \,|
tart Day Hours |4.00 |
—
I Duration | 1200 | tours I

Comments

Current Balance  140.00 Hours™

TA371 Managing Absence Events

Reporter Comments: ‘

&

cancel

*Required Field
*Disclaimer The cument balance does not reflect absences that have not been processed.

‘1)

12. Click the OK button.
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The Timesheet page returns.

13.

Reportad Times Status H Summary || Leave / Gompensatory Time H Absence H Exceptions H Payabls Time

Absence Events (&

5
Absence Take ‘FwecastRe!u\ls I3

110f1 v

Unit

*Start Date End Date: Absgence Name Reason Duration Type Details Status, ‘Approval Monitor Source Cancel Forecast Edit
o429202(5] | 0402021 ) Vacation ~ Vacation ~ 1200 Hows D Needs Appraval  Approval Moniter Erelpice o Edit
W2021:::)] ! 5] . LEl P L Timeshest i

I Add Absence Event

Absence Entitlement Balances

Click the Forecast button to verify that the time requested is available.

The Forecast Successful message displays above the Absence Events section.

14.

15.

From Monday 04/26/2021 to Sunday 051022021 (%)
o) = prod i 3 oot B Total Time Reporting Code *Taskgroup Dusinesz Telework Agency Value
8.00 800 800 400 24.00 | REG - Regular Hours v 40300€COP 40300 a
400 200 12.00 VAC - Vacation 40300€COP 40300
| Save for Later 1 Submit 1
‘ Reported Time Status ‘ ‘ Summary | ‘ Leave / Compensalory Time ‘ ‘ Absence ‘ ‘ Exceptions | ‘ Payable Time
Forecast Successful
You are eligible to take the requested absence and you may submit your request.
Date Time: June 21,2021 at 15:20
Absence Events (%)
5 1-10f1 ¥
Absence Take ‘ Forecast Resulls | v
*Start Date End Date Absence Name Reason Duration ?;";‘e Details Status Approval Monitor Source Caneel Forecast Edit
— = Employee el
04r29i2021] 043072021 ] Vacation - Vacation v 1200 Hours  Defails Saved Approval Monitor S a] Foreca Edit
Add Absence Event

In this example, 4 hours are
added in the Thursday field on the row for the REG-Regular hours TRC.

If needed, report any additional time required in the Time Entry grid.

Click the Submit button.

The Submit Confirmation page displays.

16.

Rev 4/6/2022

Timesheet

Submit Confirmation
¥ The Submit was successful.

Time for the Wesek of 2021-04-26to 2021-05-02 is submitted

Click the OK button.
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From Monday 04/26/2021 to Sunday 0510212021 (3

Mon Tue Wed Thu Fri Sat Sun . v Business
s a8 e 45 P, ot o Total Time Reporting Code Taskgroup = Telework Ag
8.00 500 800 400 28.00 | REG - Regular Hours ~|  403000cc0P 40300 Q
400 .00 12,00 VAC - Vacation 40300CCOP 40300
‘ Save for Later | ‘ Submit

l Reported Time Status I Summary H Leave | Compensalory Time | ‘ Absence H Exceptions ‘ ‘ Payable Time
uieponed Time Status
5 Q 15016 v
Date Reported Status Total | TRC Description gore Add Comments
04m6r2021 submitted 500 REG Regular Hours 800 ]
0412712021 Submitted 800 REG Reqular Hours 800 =]
041282021 Submitted 500 REG Regular Hours 500 o
0412972021 Submitted 400 REG Regular Hours 800 o
041282021 Needs Approval 400 VAC Vacation 8.00
041302021 Needs Appraval 500 VAC vacation 8.00

Note: Vacation hours require approval before they can be processed.
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Cancelling an Absence
In this scenario, an absence that was requested and submitted for an employee will be cancelled.

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Navigate to the Timesheet page using the following path:
Team Time Tile > Timesheet

Team Time

Q

The Timesheet Summary page displays.

Team Time A Q @
A New Window | Help +
& Timesheet ~ 11 Report Time
Timesheet Summary
Timesheet
Time Summary ~ Employee Selection
Employee Selection Criteria Get Employees
& Report Time
Selection Criterion Selection Criterion Value ———
— | Clear Criteria |
T Weekly Time Entry |
Time Reporter Group | Q| —_—
Weekly Time Summary I Save Criteria ‘
IEmp\oyae]D ‘ a| I
@ Payable Time
LastName [ Q|
I8} Leave Balances

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3.  Click the Get Employees button.
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The Search Results display on the bottom portion of the Timesheet Summary page.

...N_f—r‘\,._/‘\_.f\‘ /\AMLW\/,‘MJ\.MLWW. B ST e S W T e S,

)

Employees For , Totals From 11/26/2019 - 12101/2019

\L( " Q 1-300 of 300 v
<S | Time Summary ‘ Demographics | b

. | LastNome First Name Employee ID MEC’M “"’;m‘i ""n‘:;r‘c"’vzg s"‘”""'er: Exception i;';‘;’r:: Ap;;::“{ig Denled Hours

[ ] 0.00 0.00 0.00 0.00 000 -
< 1 0.00 0.00 16.00 0.00 0.00

/ 1] 42.00 0.00 0.00 =] 42.00 0.00

é ] 2400 0.00 16.00 2400 0.00

{ o 0.00 0.00 0.00 0.00 0.00

e = R e S L - L e - 0, oo 0.00

4.  Click on the Last Name link for the applicable employee.
The Timesheet page displays for the applicable employee.
Timesheet
Employee 1D

Paiics Sergzant Empl Record 0

po— . Time Reporting Type  Posilive

Wctions«  §

Earliest Change Date  03/27/2021
Select Another Timesheet
“View By | Week hd Previous Week  Nexd Week
Scheduled Hours  40.00 Reported Hours  40.00
From Menday 04/05/2021 to Sunday 04/11/2021 &
M“ufg T‘;g W:fg T,g L; 4}‘;186 ‘f;ﬂ Total Time Reporting Code *Taskgroup
s00| | 00| | s | 80| | IR ||| 32.00 || REG - Regular Hours v| 403000
8.00 8.00 | VAC - Vacalion 40300CC

‘ Save for Later | ‘ Submit |

I Reported Time Status | | Summary I ‘ Leave / Compensatory Time II Absence l Exceptions | | Payable Time
eported Time Status

Note: If the correct week is not displayed, use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

Click the Absence tab.
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Save for Later ” Subrmit r
| Reporisd Tima Status || Summary H Leave / Compansatory Tima H Absence ” Exosplio H Payable Tim |
JAbsence Events &
7 1-10f1 v
AbsenceTake || ForscastResuts | I
*Start Date End Date Absence Name Reason Duration %{‘p“e Details Status Approval Monitor Source Cancel Forecast Edit
ostazozt o4maizo2t Vac: s s Employes it
E fscation \acation 200 Hows  Datails Mesds Approval | Appraval Manitor B Foreo Edit
Add Absence Event
Absence Entitlement Balances

Click the Edit button on the row for the absence that needs to be cancelled. This opens the

absence for editing.

The absence displays for editing.

Save for Later l Submit. I

‘ Reporisd Time Status || Sumarnary || Leave J Compensatory Time H Absence H Exceptions H Payable Time |
P\bsence Events &
m 1101 v
Absence Take ForecastResults | IIv
=Start Date End Date Absence Name Reasan Duration 2;:2 Details Status Approval Monitor Source Cancel Forecast Edit
r2mR T " =] bi tant Employee -
osi0ar20213] oaoarzezt [ Viscaton - Vaeation v 800|Hous | Details Me=ds Appraval | Approval Mondor SRl E] Forec. Edit.

Add Absence Event
ARsance ﬂ‘eﬂiimﬁmie'“ ’)"\ B Pl ’-‘“"‘-_“ " il it s vy

7. Click the Cancel checkbox.
8. Click the Submit button.
The Submit Confirmation page displays.

Timeshest
Submit Confirmation

¥ The Submit was successiul.
Time for the Weelk of 2021-04-05 to 2021-04-11 is submitted

9. Click the OK button.
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The Timesheet page displays.

TA371 Managing Absence Events

rom Monday 04/05/2021 to Sunday 04/1112021 (&

Mon Tue wed Thu Fri Sat Sun "
oy e = B o e &8 Total | Time Reporting Code “Tas]
[ s00]| | soo]| | soo]| | s.00]| | I Il | 32.00| [ REG - Regular Hours ~| 403
[ Save for Later l l Submit r
|| Reported Time status || summary } [ Leave / Compensatory Time I [ Absence I [ Exceptions I I Payable Time I
Reported Time Status
5 a 14014 v
Date Reported Status Total |TRC Description SC'}["*[;‘ Add Comments
0410512021 Submitted 2.00| REG Regular Hours 2.00 o]
04/06:2021 Submitted 2.00 | REG Regular Hours 8.00 =]
04/07i2021 Submitted 2.00| REG Regular Hours 2.00 =)
04082021 Submitted 2.00| REG Regular Hours 2.00 o
Self Service
Time Reporting

10. Scroll down as needed to verify the absence does not appear on the Timesheet or in the reported
time status information to confirm that the absence has been canceled.
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